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Course Obijectives

WAl c Ml Course Objectives

N

Overview of the NBRSS and NBS

Processing Travel-related Payments

Processing Travel-related Deposits

Important Dates
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Agenda

(¢ fexnbrss

BT s & RSk BV ST

Day 1

9:00 - 9:30:
9:30 — 2:30:
2:30 — 3:00:

Day 2

9:00 — 9:30:
9:30 — 2:30:
2:30 — 3:00:

Course Overview
Travel-related Payments
Wrap-up

Review
Travel-related Receipts

Wrap-up

NIH Cashier Activities: Course Overview
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Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NIH Cashier Activities: Course Overview
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Logging in to the NIH Portal

@321l Logging in to the NIH Portal

G PETTVRS O 6
L e -

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow steps below to access the NBS Travel System application from the NIH Portal.

* Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help
Desk at 6-HELP (301-496-4357)

» Sign in to the NIH Portal according to the steps listed below, using the account information
you currently use to log on to Windows at your workstation.

* Select your domain from the pull-down menu. (Hint: Use the "Which
domain should I select? link for assistance.)

* Enter your User name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP (301-496-
4357).

NIH Cashier Activities: Course Overview
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships

Yucather for (e : :

Portal Information
: Center

¥ - - -
sdadn Light Rain
RN ]
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
=

Winds: MWME at Smph/Skph

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

NIH Cashier Activities: Course Overview
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Questions

@421l Questions

Frppis®

Questions?
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How to Use the Manual

Chapter 2
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

BT s & RSk BV ST

» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
Chapter 2 - Page 4



How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility

N > Customers > Standard< Navigation Path

Find/ Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.

How to Use the Manual
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How to Use the Manual

s s s ms

1. Directive
statements will
help you
determine your
next step. The
statements are
indicated in Bold

Words in Bold
font indicate a
field, window, or
button name

W42l How to Use the Manual

a2 acGE e

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #d4.

3. Select the Cancel button.

Goto task #1.

4. Place your cursor in the line associated with the omer contact that displays both the
Party Number and Customer Number.‘._é

Zelect the OK button.

[Eesult: The Customers - Standard window is displayed.

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual

BT s & RSk BV ST

The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.

Address Enter the address line information

City Enter the city nare

Staie Enter the state

Postal Code Enter the Postal Caode

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Ay
Indlcated by Last First Title MNumber  Job Mail Stop  Referance

JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To |

| & N
| S

3. Bave yvour wotle

End of activity.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

BT s & RSk BV ST

Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
Chapter 2 - Page 12



NBRSS Overview

Chapter 3

NBRSS Overview
Chapter 3 - Page 1



NIH Business and Research Support System (NBRSS) Overview

NIH Business and Research Support
System (NBRSS) Overview

Track 2 End User Training

NBRSS Overview
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NIH Enterprise IT Systems Architecture

trative
IT Systems
CRIS

IT Systems
NBS, EHRP

ini
inica

cl

iy
=
2
=
5
L]
S
Q.
=

Adm

Common Services
tor al, Single

Connectivity
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4 g"‘@‘?nbrss NIH Business System (NBS) — How it all
& ==

» Project began in FY 1999 with the development of a comprehensive business
case to replace NIH’s Administrative Data Base (ADB).

» ADB -- An integrated data base thatservices most of NIH’s administrative and
support functions.

= Central Accounting, Accounts Payable, Travel, Property, Acquisitions/Supply,
Contracts, and Service and Supply Fund activities.

= Transactions feed the accounting systemfrom the point of origin, i.e.,
procurement requisition, travel order, etc.

= Used by about 5,000 NIH employees, most of whom are in the Intramural
Research Program.

= Processes approximately 150,000 transactions each day.

» Work groups comprised of 200 NIH employees helped with the NIH decision to
go with a commercial Enterprise Resource Planning (ERP) product.

» The challenge is not to design software but to adapt NIH business practices to
the “best practices” embedded into the commercial ERP product.

NBRSS Overview
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NBRSS Project Objectives

NBRSS Project Objectives

v 2 web-based systems to provide administrative support to NIH’s scientific
mission

v Links the NIH accounting structure with administrative and scientific support
functions

v Incorporates industry standard “best practices”

Deplo yed
9/9/02!

v Integrates NIH’s core administrative functions Improves Human Resources and benefits
v Finance — Scheduled Deployment 10/1/03 management and planning across DHHS and
Travel — Sch eduled Dep loyment 9/1/03 NIH
Property Modernizes the processing of Human
Acquisition/Supply Resources actions
R & D Contracts Replaced the DHHS Human Resources

v Service & Supply Fund system (IMPACT)

v" Replaces the current Administrative
Database (ADB)

NBRSS Overview
Chapter 3 - Page 5



NBRSS Governance Structure

@421l NBRSS Governance Structure

APCH SFPORT ST

20
+1

NiH Le aders
Administrative Manage ment Systems SteeT DHHg Rep, W - NBkss 1 ity ) .

= *Funct. Teams - employees reporting to
Committee (AMSSC) *Tech. Teams -CIT employees reporting to TM
] *BearingPoint employees report to SI
«CM-NBRSS employees reporting to Director
«Each, in tum, reports to Project Manager
Project Manager *Functional Advisory Committee and Resource
Colleen Barros Team members are IC/OD employees

(NBRSS) serving on ad hocbasis
Steering Committee is top policy making body
I

Functional Technical Systems Change Change Management
Managers Managers Integrator Manager Advisory
Leslie Siddeley (NBS) Carol Perrone (CIT) Tom Breuer Susan Corey Committee
Jan Maltbie (EHRP) Jack Vinner (CIT) (BearingPoint) (NBRSS) (NIH IC/OD)

Functional Advisory
Committees

(NIH IC/OD)

Functional Technical
Team Team

Members Members
(NBRSS) (NBRSS)

Functional, Technical
and Change
Management
Team
T Members
I (BearingPoint)

Change Mgmt
Team

—
A0 Et\d‘“se's Resource Teams
\ (NIH IC/OD)
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NBS - An Integrated System

Purchasing
Dracle & CompuSearch)

General Ledger / Inventory
Budget Execution (Oracle)

(Oracle)
Projects

Property
R&D Oracle
(Sunflower) Confracts ( :

(CompuSearch)

NBRSS Overview
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NBS — How it Works

FAUEM \NBS — How it Works

» Typically, transactions proceed horizontally across several administrative
functions.

Administration uses the NBS to purchase a piece of equipment for a scientist.

In real time, this information automatically transmits to finance to check funds
availability; obligate funds; and once the equipment is received, pay the bill.

Upon receipt this information automatically flows to property to track the equipment.

» Whyan integrated system?
Himinates multiple entries;
Minimizes the potential of errors;
Provides accurate reports; and

Himinates the expense and technical difficulty of linking together systems that are
dedicated to individual functions.

NBRSS Overview
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Expected Benefits of the NBS

N Expected Benefits of the NBS

» One integrated system, linking each of the major
business functions, including human resources;

» Better integration and sharing of information within the
organization;

» Improved managerial control and access to key data; and
» Improved financial statements and management reports

across NIH, using the new Accounting Classification
Structure (ACS).

NBRSS Overview
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Realities of the NBS

SUVEMN Realities of the NBS

NBS replaces a dying system —something had to be done. NBS offers a
modern-day feel, but no system is perfect, and the NBS will not solve
everything.

NBS is not a proprietary system — we’re bound by the software, and
customizations are costly.

There will be a phased conversion period, so we will not experience the full
functionality and benefits all at once. As pieces of the currentsystem are
shut down and the new system is set up, there will be disruption.

The administrative, legal, and regulatory policies outside of the NBS remain.

To reap the full benefits of the NBS, local IC policies and approval levels may
need to be reevaluated.

The NBS project is not operating independently — it is influenced by various
Department initiatives.

NBRSS Overview
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Track 1 Activities: General Ledger/Budget

WALl Track 1 Activities: General Ledger/Budget

» NBS General Ledger replaces the CAS as the system of
record

» New projects (former CANs) are created

» Budgets are entered based on the new accounting
structure

NBRSS Overview
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Sample Track 2 Activities: Travel

g%fnbrss  Sample Track 2 Activities: Travel

NBS Travel System

" Enter, approv e, and electronically route travel documents, such as authorizations and
vouchers.

Accounts Payable

" Process pay ments to travelers and travel management centers for expenses entered in the
NBS Travel Sy stem
" Maintain the database of travelers and banking information

Accounts Receivable
. Establish a list of sponsors that is referenced by the NBS Trav el Sy stem
= Track amounts due from and paid by non<ederal organizations that sponsor travel

Cash Management

" Reconcile inv oices from TMC files to expenses entered inthe NBS Trav el Sy stem and
processed in Accounts Pay able

General Ledger/Fed Admin

. Collect data from all financial subledgers
" Record in-kind contributes from sponsors
= Enter manual journal v ouchers

NBRSS Overview
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Oracle Basics

Oracle Basics

Track 2 End User Training
August 2003

Oracle Basics
Chapter 4 - Page 2



Lesson Objectives

@AMl | esson Objectives

In this lesson, you will learn how to:
Access the NIH Portal to Log into Oracle
Identify main areas of the Oracle windows
Ide ntify important toolbar buttons and menu paths
Search for existing records

Exit Oracle

Oracle Basics
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Accessing the NIH Portal

WALl Accessing the NIH Portal

In this lesson, you will learn how to:

=> Access the NIH Portal to log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle

Oracle Basics
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= Forassistance, contact NIH Help Desk at 6-HELP (301.496.4357)

» Add the Budget & Finance Community, which is the page where the

Oracle application resides

NBS Finance
v Production
General Ledger, Fed Adrmin, Projects

» Select the NBS Production link to launch the application.

Oracle Basics
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Logging in to the NIH Portal

Logging in to the NIH Portal

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow the steps below to access the NBS Travel System application from the NIH Portal.

»  Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help Desk at
6-HELP (301-496-4357))

*  Log onto the NIH Portal according to the steps listed below, using the account information you
currently use to log on to Windows at your workstation.

*  Select your domain from the pull-down menu. (Hint: Use the "Which domain
should I select? link for assistance.)

*  Enter your User Name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP
(301-496-4357)

Oracle Basics
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships
Wveather for BESes i I

Portal Information
: Center

¥ - - -
yivsy  Light Rain
Hed Hay 21 10:29 AH ET
TeMeTanre ] BLTAOTE : EDIT YOUR MEMBERSHIPS
Humidity: 8§82 W Finish | Cancel
Barometer: 30.14in/1022nk 4 CHOOSE YOUR COMMUNITIES
Winds: NNE at Smph/Skph b

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities
» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
» 5 ICs & Offices a—> ~ [ NBRSS [FeRss Travel Users 1]
ADD TO MY MEMBERSHIPS > Portal Information Center
Mandatary Community

¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

o
Mandatory Community

Enterprise Appli

» B3 Project-Specific » B3 zzTestrolder

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

1. Click on the “Communities” tab and select “Edit Your Memberships”.

2. Locate a community of interest either by clicking a folder to browse for communities or by
entering a key word in the Search field and clicking "Go" to look for a specific community.

3. Once you locate a community of interest, select it by clicking in the box next to the
community name.

4. Click “Add to my Memberships”. (You may need to select your default community.)

5. Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

Oracle Basics
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Form Terminology

WA UMl Form Terminology

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle

=> Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle

Oracle Basics
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Form Terminology

4 f%.;}nbrss Form Terminology

» The first step in understanding the system is to understand the layout of the
screens and fields.

’@ racle Applications - ¥izion Corporation W i ndow =] E3

E W i n dow findow Help DR ACLE
Toolbar B4 v o § IDEAN I £LE19 75
'

At these Times...
ul

Status Bar |

Form Terminology

Oracle Applications Release 11 works specifically in a Web-enabled environment. It is
important to understand the terminology of the components within an Oracle Applications form.
Common terms used in Oracle Applications forms are listed below.

Menu bar—Use pull-down menus from this menu bar to navigate or perform actions within a
form

Toolbar — Use icons from the bar to navigate or perform actions within a form

Window—An area where the user interacts with an application (Many windows can be open at
one time and you can access these “overlapping” windows to perform data entry or data search
activities.)

Window title bar—Text in the title bar that indicates the name of the window, and usually,
context information pertinent to the information in that window

Tool tip—Iconic bubble help that you can use to determine the function of a button on the
toolbar. Appears when cursor is held over the icon.

Status Bar - The status line displays status information and pertinent information for processing
your form.

Oracle Basics
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Form Terminology

MNarme

Action Sets Response Sets Alert Details

Form Terminology (continued)
Region—A logical grouping of fields set apart from other fields by a box outline

Region tab—A collection of regions that occupy the same space in a window where only one
region can be displayed at a time

Field—An area in a window that displays data or enables you to enter data
Button—A graphic element that initiates a predefined action when you click it

Oracle Basics
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Form Terminology

ia
bUtton riods Currency Currency Type
Sl Jul-02 i M ency - < Entered
odal -
A Jul 02 il . ® T ed
window
Primary Balance Type Factor
O Actual
® Budget

' Encumbrance

Sumrmary Template L

Accounts

—l—
Scrolling E==s
region NN

Show Balances Show Journal Details

Description

Form Terminology (continued)

Option button—A button that indicates an individual selection is available within an option
group

Modal window—A window that requires you to act on its content before continuing
Scrolling region—A region, containing a scroll bar, in which to view other fields
Block—An area of information relative to a specific business function or entity

Oracle Basics
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Field Colors

@31 Ml Field Colors

FepgaS® st 4 ki TR T

» Field colors indicate the attributes of the field.

Field Color Description

White Allow data entry

White with Green Text | |ndicate drill-down capability

Yellow Require data entry

Gray with black text Are display only

What Field Colors Indicate

Each block contains fields you use to enter, view, update, or delete information. A field prompt
describes each field by telling you what kind of information appears in the field or what kind of
information you should enter in the field. Fields are color coded to indicate their type as follows:

White Fields—allow data entry

White Fields with Green Text—indicate drill-down capability
Yellow Fields—require data entry

Gray Fields with Black Text—are display-only

Blue Fields—indicate fields to use in Query-Enter mode

The term field generally refers to a text field, an area in a window that either displays data or
allows you to enter data. However, a field can also include a button, check box, option group, or
poplist.
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List of Values

e messin

WAL | ist of Values

. <—

The list o?

valid values
is displayed

Applications |-

Application
T Another custom applicatain
@Financials Intelligence

@iracle Manufacturing Scheduling
Application Implementation
Application Object Likrary
Application Report Generator
Application Utilities

Applications DBA

AsiafPacific Localizations

Description

Demo Demoao Demoao Demao Demao
Financials Intelligence

Oracle Manufacturing Scheduling
Application Implementation
Oracle Application Ohject Library
Application Report Generator
Oracle Application Utilities
Applications DBA

Oracle AsiaiPacific Localizations

Click the LOV icon
in the field

CRL Financials CRLFinancials

CRL Financials Assets CRL Financials - Assets
4 |

Using the LOV

The List of Values (LOV) feature is very useful while entering data in Oracle Applications. It
provides you with a powerful, easy-to-use data entry method that increases your accuracy and
productivity. Using the LOV makes data entry an easy task for novice users, and experienced
users can enter correct data with a minimum number of keystrokes.

Oracle Applications notifies you when a list of acceptable input values is available for a field by
displaying the LOV icon in the field. When you display a list, the values appear in a window
with a title that describes the contents.

By using the LOV feature, you can save time and enter data quickly without having to memorize
or look up valid data for each field. You can choose data from an online list of valid input
choices whenever you want. Additionally, you are relying on Oracle Applications to validate
your input since you will know right away if your entry does not match an option from the LOV.

Oracle Basics
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List of Values Auto Selection

WALl | ist of Values Auto Selection

s s s ms

Physical Attributes

Furchasing

AutoSelection

Using the LOV feature called AutoSelection you can select a valid name from the list with a
single keystroke. When you display the list window, you can type the first character of the name
you want in the Find field. If only one choice begins with the character you enter, AutoSelection
selects the choice, closes the list window, and enters the value in the appropriate field.

List Search

You can use the AutoReduction feature to reduce a list when you know the first few characters
of your name selection. If you do not know the initial characters of your choice, but do know that
your choice contains a certain word or set of characters, you can perform a list search to reduce a
list.

In the list window, enter any group of characters as search criterion in the Find field and click the
Find button. You can use wildcard characters such as the percent sign (%) which represents any
number of characters, or an underline (_), which represents a single character in your search
criterion.

For example, to reduce a list to only those choices that contain the phrase “schedule,” you would
type %schedule% in the Find field and click Find. In any of these list search queries, it does not

Oracle Basics
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matter whether you use uppercase or lowercase letters as the search is not case sensitive. Oracle
searches all of the columns in the list.
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Long-List Fields

WAl | ong-List Fields

BV PETARS O A
L e -

Enter a partial value to limit the list, % to see all values.

Supplier On Hald

Long-List Fields

If a field has a “long-list"—that is, a list of more than 100 values—when you try to display the
LOV, Oracle Applications will display a window where you can enter list reduction criteria.

Because it takes less time to display a reduced list than a complete long-list, Oracle Applications
prompts you to enter the first few characters that occur in your value of interest to reduce the
complete list. However, to view the entire long-list, enter the percent sign (%) at the prompt and
all of the values will be displayed.

Note: To avoid excessive network traffic and reduced performance, try to enter specific criteria,
other than just a percent sign (%), whenever possible.

Power List

The Power List feature provides an even faster method of data entry. If a field displays a List
icon and you know the value you want, simply enter the first few characters of the value in the
field and press [Tab]. Power List will complete the entry for you. You can also include wildcard
characters with your entry. You do not need to display the list window. If more than one value
matches the characters you specify, a list window containing those values is displayed. If no
values match the characters you enter, a list window containing all the values appears.
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Using Calendars

4211t Using Calendars

TR B
Fpes® a1 e

> Selecting the LOV in date fields will display the calendar

11/MAY/2001
12:  ~[lo0 - [ESENYRRCIZY

Choosing a Date in the Calendar Window

Values in a date field can be typed directly or you can use a calendar to enter a valid value in a
date field if the field displays the LOV icon. If your date field supports time, you can also use
the Calendar window to choose a valid time with the date.

1. Put your cursor in a date field.

2. Click the List icon to display the Calendar window. The date value that appears below the
calendar is called the selected date, which is either the value already in the field, the default
value of the field, or the current system date.
3. Click on a date.
Note: Disabled buttons that show dimmed text represent invalid days, which cannot be
chosen. Similarly, if a date field is display only, you can display the Calendar window
for the field, but you cannot change the date shown on the calendar.

4. Click OK to accept the selected date and close the window.
5. Click Cancel if you want to close the window without choosing a date.
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Application Toolbar

WAL Ml Application Toolbar

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle

 Identify main areas of the Oracle windows

=> Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle
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Application Toolbar

w4211 Ml Application Toolbar

BT s & RSk BV ST

Edit Field
Save Zoom
Ne.xt Step Translations
Print Attachments
Close Form Folder Tools

| | | |
DI oseP R ODEHRILEID 2 5|

* New Cut
* Find Copy
* Show Paste
Navigator Clear Record
Delete

Using the Toolbar

The toolbar is a collection of iconic buttons, where each button performs a specific action when
you choose it. Each toolbar button replicates a commonly-used menu bar item. Depending on the
context of the current field or window, a toolbar button can be enabled or disabled. You can
display help or a tool tip for an enabled toolbar button by holding your mouse over the button.
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File, Edit, and View Menus

a2 Ml File, Edit, and View Menus

BT s & RSk BV ST

e = T To W ey View o=y Tools

Lindo Typing Show Mavigator
2o

it
Save and Froceed Paste
[Next Step Cuplicate

Export Record -

Find All
Duery By Example »

lear
Delete Translations...
Log on as a Different User... Attachments. ..

Switch Responsibility Belestall
- ’ Deselect Al Surmmary D etail

Flace on Mavigatar

Print...
= Edit Field... Eequests

Zlose Form _ Freferences
_ Exit Oracle Applications

M > File
Save—Saves any pending changes in the active form.

Save and Proceed—Saves any pending changes in the active form and advances to the next
record.

Export—Exports information in your current form to a browser.

Switch Responsibility—Allows you to change the responsibility in effect for your current log
on.

Print...—Prints your current window.
Close Form—Closes all windows of the current form.
Exit Oracle Applications—Quits Oracle Applications.

M > Edit

Undo Typing—Undoes any typing done in a field before the field is exited and returns the field
to the most recent value.

Clear Record—Erases the current record from the window.
Clear
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Field—Clears the data from the current field.

Block—Erases all records from the current block.

Form—Erases any pending changes from the current form.
Select All—Selects all records (for blocks with multi-select).

M > View

Show Navigator—Displays the Navigator window.
Find All—Retrieves all records.
Requests—Displays the Request window.
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Searching for Existing Records

WALl Searching for Existing Records

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
=>» Search for existing records

» Exit Oracle
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Using the Find Window

Batch Spec Ify
Journal search

Period criteria
Currency

Status Control Total

Fosting Batch
Funds Journal

Click the
Find button

L 1

Using the Find Window
1. (M) View > Find or click the Find icon on the toolbar.
2. Enter your available search criteria in the appropriate fields of the Find window.

If a field does not provide a list of values for you to choose from, you can enter wildcard
characters (% and ) in the search phrase. You cannot, however, use query operators
(such as >, <, and so on) in a Find window.

3. Click the Find button to find any matching records.

4. Click the Clear button to clear the current search criteria from the Find window so you can

enter new search criteria.

5. Click the New button to enter a new record in your current block if your search finds no
matching records. Not all windows support this.
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Query Results

@421 Query Results

Your search results will be displayed on the screen.

Your status ba
= Enter i

Name

Middle
Title

Eirth Date

Idail

Reviewing Your Data

After a search, Oracle Applications retrieves any records that matched your search criteria.
Always enter the most selective search criteria that you can.

How to Review Retrieved Records

Use the scroll bar or the down arrow on your keyboard to view additional records currently not
visible on the screen in a multirecord block.

(M) View > Record First to see the first record.
(M) View > Record Last to see the last record.

Note: Scrolling through records and using the Record Last command uses significant
system resources. Avoid this by entering selective search criteria.
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Searching for Data Using Query Mode

W41l Searching for Data Using Query Mode

Gender

®hiale

Personal Informa
Birth Date

hail

Select the F11 key (Fields turn blue)

Enter your search criteria, using % wildcard
Select the Ctrl + F11 keys

Review the retrieved records

b=
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Exiting Oracle

WA 1LUESMl F xiting Oracle

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

=> Exit Oracle
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Logging Out of Oracle

v sesynbrss Logging Out of Oracle

A RTS8 R
LT T

» (M) File > Exit Oracle Applications

» Use this method so that your username is cleared from
system access.

Save and Proceed
[ext Step

Export

Flace an Mavigatar

Log on as a Different User...
Switch Responsibility...

ailability
Brint...

Close Farm
Exit Oracle Applications

Exiting Oracle Applications

(M) File > Exit Oracle Applications, to log off the system. It is important to exit the system in
this manner, rather than any other, as this is the only way to ensure that your user name is cleared
from system access.
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Logging Out of Oracle

WALl | ogging Out of Oracle

Fpeas® mass o

Close the Oracle Applications 11i window by selecting the Xin the upper
right hand corner.

3 Oracle Applications 11i - Microsoft Internet Explorer

/A IMPORTANT: Do not close this window

Closing this window will cause Oracle Forms-based applications to close immediately, losing
any unsaved data. This window may be minimized safely at any ime and may be closed
once all work in Oracle Forms-based applications is complete

Copynght ©1993, 1999, 2000, 2001, 2002 Oracle Corporation
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned how to
Access the NIH Portal to Log into Oracle
Identify main areas of the Oracle windows
Ide ntify important toolbar buttons and menu paths
Search for existing records

Exit Oracle
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Processing Travel-Related
Payments

Chapter 5
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Processing Travel-Related Payments

Processing Travel-Related Payments

Track 2 End User Training
September 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Process a patient travel payment

* Process other travel-related payments
« Void a payment

* Reconcile cash payments

Processing Travel-Related Payments
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Overview of Cashier Payment Activities

WALl Overview of Cashier Payment Activities

The flow of cashier payment activities is displayed by the bold line.

Refunds

Payment

ACH and Check
Payment Requests

Traveler

Travel Informaton
Invoices and

DebitMemos — Payments - JOH
2. %—l
n{\\ A \

Patientand Foreign s Cashier Payment Requests -

Travelers and Debit Memos } !—| ,’J»‘
/‘v =)

NBS Accounts ﬁ ‘ﬂ;’(\“f
Payable

NIH Cashier

Refunds

Cashier payment are recorded in the NBS based upon a valid invoice.

Travel-related invoices are interfaced from the NBS Travel System into the Oracle Accounts
Payable Module.

- Patient travel invoices are imported every 30 minutes

Invoices that are intended for cashier payment are one hold. The two holds that indicate a
cashier payment are:

- Cashier Payment
- Patient Recorded Pay
The hold ensures that the payment is not included in the treasury payment batches.

Processing Travel-Related Payments
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Cashier Payments Reference

@421 Ml Cashier Payments Reference

» The Cashier’s Office will continue to process payments in the ADB
system as well as the NBS.

» Follow the chart below to determine in which system a payment should
be processed:

Description Code System
Patient Travel — starting with TR 08 NBS
Patient Travel — starting with W 08 ADB
Patient Welfare 02 ADB
Patient Funds 01 ADB
Travel Payments —starting with TR 03, 04, 05 m
Travel Payments —starting with W 03, 04, 05 ADB
SF44 - Miscellaneous Vendor 06 & 07 ADB

Travel-related payments made by the NIH Cashiers are generally limited to a few distinct groups
of payees:

« Patients: Patients that travel to the Bethesda Clinical Centers are generally reimbursed for
travel activities through the Cashier’s Office upon presentation of a valid travel voucher.

* Foreign Travelers: Payments to foreign travelers may be generated by the Cashier’s Office
and then express mailed to the traveler. This alternative is available for those individuals that
do not have an active U.S. bank account.

In extraordinary circumstances, payments to employees and other NIH-affiliated individuals for
travel expenses may be processed from the Cashier’s Office. Such payments must first be
approved by the OFM Travel Office.

All other payments will continue to be processed through the Cashier’s Tracking System
within the ADB.

Processing Travel-Related Payments
Chapter 5 - Page 5



Sample Travel Voucher

(4 ieinbrss.

L KIS O
L e -

Document A" her Number

Type

Sample Travel Voucher

1 ARDEN CREEE RD

SACRAMENTO . i 3 : L Traveler Name
’ and Address

Trip Purpose
& Trip Type

FINANCE OFFICE

1
111381, 1.218E PATIENTE TRANS-BETWEEN MO .1832.CEEd.CEEL.103.1
0/06/2002 . . PROJECTE

€1 HON-REIMBIREAELE EXPEN

TOTAL AMOUNT CLAIMED
ADVANCE CUTSTANDIN
ADVANCE APFLIED

HET TO TRAVELER -
vtz e G _ Net Due to
I cartify that BY

k: e VOUCHER MO:

v = T i
o, Lty o : — Traveler

an zhi

rmi arges I
chased under cash paynent proceduorss 1= CEATIFIED BY:

iy
CAEH RECEIFT DATE
RMCDUNT 5

SIENATURE

Travel payments can only be made from the Cashier’s Office upon the presentation of an
approved travel document.

- Travel Authorizations will support disbursement of emergency advances
- Travel Vouchers will support disbursement of travel expenses

The document header will indicate the type of travel document.

The Traveler Address will indicate if it is a foreign traveler

The Trip Purpose and Trip Type will indicate if it is a patient trip or other type of trip

The Net Due to Traveler will indicate the amount to be reimbursed to the traveler

Processing Travel-Related Payments
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Travel Document Approvals

@421 Ml Travel Document Approvals

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» The last page of the travel document will display the approval status.

ag/o0a/o3 DOCUMENT HISTORY Voucher: TR1EVL
Copyright 1598 G=loo Information Hetwork GED, Inc. |WILLIAME, KRIS CON-VO-DOD11

ETATUE EIGHATURE MAME

CREATED aes01 2003 E-E4FM FATHY CHIACCHIERINI
AFPROVED Q8/01L,2003 E:EEPM KATHY CHIACCHIERINI
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Processing Patient Travel Payments

w4 §@jnbrss | Processing Patient Travel Payments

After this lesson you should know how to:
=>» Process a patient travel payment

* Process other travel-related payments
« Void a payment

* Reconcile cash payments

Processing Travel-Related Payments
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Patient Travel Payment Process

WALl Patient Travel Payment Process

Patient Traveler

presents voucher
to Cashier

Patient or Guardian
presents travel
voucher, valid id and
indicates payment
preference

Cashier Disburses
Payment

Cashier Records
Payment

4 A

Review Documents

1. Locate and Review
Invoice

v
1. Locate and
Review Invoice

v

Stamp document as
paid

I

Disburse Payment

v

File Voucher

v

2. Validate and
Release Holds

v

3. Record Payment

v

4. Print Receipt

The numbered steps indicate action required in the NBS Accounts Payable Module.

Processing Travel-Related Payments
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Sample Patient Travel Voucher

TN an'SS

Jﬁyﬁ*u»um e

g ac

Sample Patient Travel Voucher

Document
Type

10/0&/2003

1
111351, 1.31BL

reimbursable

7) TRAVELER EIG

I auchar

Gavermment .
included, the
in writing by
certify (31 0L

%) RPFROVED,

if amy, are certified as e

- T

" CRROMOLDER

T;\ HL‘NBER TA DTATE

10/08/20 "3

09401 /2003
Fatisnt Travel

TRIF PURPOCE

5) FINMNCE OFFICE

a00.50
FATIENTE TRANS-BETWEEN MJ.1B32.5BE4 . ERE4.103.1

0/0€/2001. . BROJECTC

FIEL[R_B‘ELE ExPENsEs

TNT CLAIV

E oU'rs'rmDm
J\EV;JLE APPLIED --

HET TO TRAVELER (S2VT)
-Copyright 1958 Geloo Information Network GED,

I cerkify that this Voucher ia true and corresk ko

of my knowledge and belief, and that payment or credit has
nat been received by

any right I may have against amy parti

hersby assign the United States
in connscticn, with

transportation charges described sbove, pur-

chased under cash paynent procedures {41 CFR Park 101-10)

HKTURE
istance telephcm: calls,
ry in the interest of the
{Nate: If leng distance te=lephane calla are
approving official must have besn authorized
the head of the departnment or agency te =a
5.C. 6BDal}.

ia sppraved.

VOUCHER HO:
SCHEDULE NO:
CERTIFIED EY.

DATE :

1)
CACH RECEIPT DATE
AMOUNT §

SIAHATURE

TRIE TYPE

Traveler Name
and Address

Trip Purpose
& Trip Type

Net Due to
Traveler

Patients should be paid based upon an approved travel voucher.

The Trip Purpose and Trip Type indicates that it is a Patient Travel voucher.

The patient should sign the Traveler Signature section.

The travel voucher office should sign the Approved section.

Processing Travel-Related Payments
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Travel Vouchers and Travel-Related Invoices

4 Ve Ml Travel Vouchers and Travel-Related Invoices

Fepeas® sty

Travel Voucher Number = AP Invoice Number

VCUCHER ol - Travel
1 %% Read Privacy Ack On Last Page ¥* P V h
| MAME: WILLIAME, KRISTIHE . : CON-V0-30011 oucher

ADDR. 3401 ARDEN CREEE RD Number
MAIL CD:
EACRAMENTA , Ch 55EZE
TITLE:
EEC CLR:
CARD: CARTHOLDER

Th HUMEER TA DATE TRIF PURPOEE TRIP TYPE

09/01,/2003
Pati=nt Trawvel Patient Tri

Type | Supplier Supplier Num || Site | Invoice Date Invaice Mum ([ Invaice Curr || Invoice Amount
[Standard [KRISTINE v[1042807 | TRAVEL [01.SEP-2003  [TR16V1  [USD 1750

The Invoice Number in Accounts Payable will be the Travel Voucher Number listed on the
travel document.

Cashiers should use the Travel Voucher number to locate the invoice in Accounts Payable most
effectively.
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Locating a Travel-Related Invoice

\'ﬁ é} QQT?S

Locating a Travel-Related Invoice

Navigate to N > Invoices > Entry > Inwices . Locate and
Review Invoice

% Find Invoices
Supplier

Enter Travel ] Terenen (B
Document Number G0N BPO Shipment -

Invoice

I TRE560V| Terms: v
pe &~ Pay Group: b
In

Invoice Status
Faid

Press FIND

When you navigate to the invoices form, the Find Invoices window automatically is displayed.
Enter the travel document number in the Invoice Number field.

Select the Find button.
Result: The Invoices window will display the invoice.

Processing Travel-Related Payments
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Travel-Related Invoice

@321 Ml Travel-Related Invoice

» Search results are displayed in the Invoices window.
> Invoices designated for cashier pickup are on hold.

Locate and
Review Invoice

» Select the Holds button to view the type of hold.

=
Type | Supplier ‘ Supplier Num || Site | Invoice Date Invoice Mum ‘ Invoice Cum || Invoice Amount
[Standard [TOM C JON| 1044968 | TRAVEL _|I]5-SEP2I]I]3 TR5560V1  [UISD | 300.

1,.
Hever Vali
Not Required

Actions... 1 Holds

Scheduled Payments Oreapview Distributions

Invoices to be paid by the Cashier’s Office will always be on-hold.

Processing Travel-Related Payments
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Patient Travel Invoice

WA2 LMl Patient Travel Invoice

S 5 & FESLARCH SFPORT STETIN

The type of hold should be Patient Recorded Pay . Locate and
Review Invoice

Supplier Supplier Mum | Site ‘ Invoice Date Imvoice Mum || Invoice Curr | Invoice Amount
TOM C JON{1044968 TRAVEL ll].’LSEPQI]I]} _lTRSSEI]\ﬂ JUSD Zil][l.l{A
L T T =

PATIENT RECORDED PAY [AWAITING CASHIER PICKUF

Actions ! il |]5-§EF'_-2|]|]3
SIRONJ_NIH
S

Scheduled Bayments Release . 1

Processing Travel-Related Payments
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Patient Travel Invoice

JLNESNE Patient Travel Invoice

5 4 RESLAPCH SPPURT STSTIM

Payment Method should be Check, regardless of
whether the patient will receive cash or third party draft

Locate and
Review Invoice

3600,
3600

=

Type Supplier Supplier Nur1' Site ‘ Invoice Date  |Invaice Mum || Invoice Curr| Invoice Amount || Payment
_Standard_ BENJAMIN_ 1000142 ITRAVELII]S-SEP-ZI]I]} TR5512 LUSD | 100.00 _Che[:k il

1
Needs Revalidation
Mot Required

Actions... 1 Holds Payments Purchase Order

Scheduled Payments Owepview Distributions

Processing Travel-Related Payments
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Update Pay Group

@421 '8l Update Pay Group

el e

Review the Pay Group field. It mustread Patient Travel| 1. Locate and
Review Invoice

=

Invoice Date Invaice Mum || Invoice Curr || Invoice Amount Payment Method | Pay Group
EL Jos.sep2003  [[Traseovt  Jusp 300.00 {Check PATIENT TRAVEL|® P atl ent

Travel

' Pay
> Group

1
Never Validated
Hot Required

Actions... 1 Holds Payments Purchase Order

Scheduled Payments Overview Distributions

Important: For patient travel payments, the Pay Group must be Patient Travel. If not, the cash
reconciliation will be out of balance.

Processing Travel-Related Payments
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Validating the Invoice and Releasing the Hold

\(ﬁ 2811 i) Validating the Invoice and Releasing the Hold

> Both functions are done simultaneously through | 2. Validate and
the Actions button. Release Holds

PiRelease Halds

B[ Print Matice

When select the OK button in the Invoice Actions window, the invoice will be validated, the
holds released, and you are returned to the Invoices window.

Processing Travel-Related Payments
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Validating the Invoice and Releasing the Hold

4 g%.j}brss Validating the Invoice and Releasing the Hold

Once the invoice is released from its hold and
validated, the invoice will be ready for

payment.

=
Type

Supplier

Supplier Num || Site

Irvoice Date

2. Validate and
Release Holds

Invoice Mum | lnvaice Curr

Invoice Amount

[Standard |

TOM C JO[‘EI1I]44958

iTRAVEL 05.SEP-2003

| TRa560V1

Jusp

300.

Hold
Released

0
Validated

Not Req_!.lired

Actions.. 1 Haolds Payments

Scheduled Payments

Processing Travel-Related Payments
Chapter 5 - Page 18

Crwervigw

Purchase Order

Distributions




Recording a Payment

@321 Ml Recording a Payment

» Recording a payment in Oracle
indicates that the payment was
made from a separate system.

3. Record Payment

» For Patient Travel, the payment
will be made from either the
imprest funds or the CDWS.

» To record payment, simply click
on the Actions button and select
Pay in Full.

L idim m .

BPrint Motice

A ;
e ;

Processing Travel-Related Payments
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Payments Window

WALl Payments Window

You will record the payment in the Payments

window.

Payments
AP PAYMENTS

B110]

Cancel =

Type || Bank Account

Docurnent

3. Record Payment

Docurnent Num

| Payment Date Payrnent Arnount ‘ Curr

Manua| MAIN DISBURSEN

CASH.ND

l60oos

[os.sep2003 | 300.00 (Y

Actions... 1

Payment Overview

Enter the appropriate payment information and save the record.

No
ErterfAdjust lnvaices

Wiew Invoices

The first window that will appear is the Enhanced Transaction Events window.

 For patient travel vouchers, the correct transaction event is B110.

After select the transaction event, you will enter the payment information and save the record.

Processing Travel-Related Payments
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Printing the Receipt

@421t Printing the Receipt

R SN

The final step is to print the
receipt from the Invoices
window.

» Close the payment window.

» Select the Actions button in
the Invoice s window.

» Select Print Notice
» Select the printer.
> Click OK.

4. Print Receipt

P Print Matice

i nhsrican552 I
e |
e |
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Recording Patient Travel Payments

Purpose

The purpose of this document is to describe how to process patient travel payments from the
cashier's office.

NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

Harme ﬂ Mumber
Site ax er D
Invoice

Murmber Terms:
Type Pay Group:

waice Batch

Amounts g [rwoi

Dates

Invoice Status
Faid

Accounted

Status

Voucher Audit Invoice Template

Categaory Mumber J
e Period Type 4]
Mumbers —J . —J

1. Enter the travel document number in the Invoice: Number field and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.

Processing Travel-Related Payments
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
tandard {OLIVE M RE}1042815 TRAVEL §11-S5EP-2003 TR1341V1 usp 292.0=
L e 4
Amo Pa
1 292.00
usn 0.00 . -
— Never Validated No
Not Required
Actions... 1 Halds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

Use the horizontal scroll bar to view the invoice information.

* Ensure that the Payment Method field displays Check.

* Ensure that the Pay Group field displays Patient Travel.

Select the Actions... button.

Result: The Invoice Actions window is displayed.

Processing Travel-Related Payments

Chapter 5 - Page 23



% Imnice Actions

W"/3lidate
idate Helated Invoices
B Cancel [nvoices
1SRN
e I TRrRt ||

ate Accounting

Haold Mame

B Release Halds

B Frint Motice

Printer

Sender Mame

Sender Title

4. Select the Release Holds checkbox.

Result: All is displayed in the Hold Name field.
5. Inthe Release Name field, use the LOV to populate this field.
Result: The Release Reason defaults.

Example: Below is a sample completed Invoice Actions window.

Processing Travel-Related Payments
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B [Nvoice Actions

Haold Mame
MiRelease Haolds CEEEE R = Hol ds Quick Released
Holds Released

W Print Motice

Sender Title

6. Select the OK button.

Result: The Invoices window is displayed without the hold.

Processing Travel-Related Payments
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=2

Type Supplier Supplier Mum | Site Irvoice Date Irenice Mo | Invoice Curr || lnvoice Amount
Staht‘]ar'd_ OLIVE M Rq 10428145 TRAVEL [11-SEP-2003 TR1341v1 usD 292.0-
1 oo v
Ao P .
. 0 292 .00
usD 0.00 - — -
— Never Validated Ho
Not Required
Actions... 1 Holds Payments Match Purchase Order b
Scheduled Payments Overview Distributions

7. Select the Actions... button.

Result: The Invoice Actions window is displayed

Processing Travel-Related Payments
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

W Print Motice

Sender Title

&. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.
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B [Nvoice Actions

Cifeaiie Su s |

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

W Print Motice

9. Select OK.

Result: You are returned to the Invoices window and the status is Validated.
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=

Type Supplier || Supplier Murn || Site Invoice Date Iroice Mum | Invaice Curr | Invaice Amount
tandard |OLIVE M RE[ 1042815 TRAVEL |11.SEP2003  [TR1341v1  JUSD 2920~
L e 4
Amo Pa
0 292.00

usn 0.00

= Validated No

Not Required
Actions... 1 Haolds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

10. Select the Actions button.

Result: The Invoice Actions window is displayed.
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

W Print Motice

Sender Title

11. Enable the Pay in Full checkbox and select OK.

Result: The Enter Transactions Events window for the Payment workbench is displayed.

% Enter Transaction Events
Transaction Event ;J
Transaction Code ;J

W Do not display this window again

K
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12. In the Transaction Event field, use the LOV to select AP Payments.

Result: The Transaction Code field is populated with B110.

% Enter Transaction Events
Transaction Event
Transaction Code EJ

B Do not display this window again

13. Select the OK button.

Result: The Payments - Pay in Full window is displayed.

% Payments (MIH-OL - Pay in Full

Actions... 1 Enter/sdjust [nvoices

14. In the Type field, use the LOV to select Manual.

15. Tab to the Bank Account ficld and select Main Disbursement from the LOV.
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16. Tab to the Document field and select the appropriate document type from the LOV.

Note: Select the appropriate document type with your initials, such as cash or check. If the
incorrect type is selected, your cash reconciliation will be affected.

Result: A note will appear indicating that payables is reserving the payment document.

17. Select the OK button.

18. Save the record by using the Save & button on the application toolbar.

Example: Below is a sample completed payment.

% Payments (MIH-QLI - Payin Full

Payment Amaunt
292.00

Accounted

Actions... 1 Enter/Adjust nvoices

19. Close the Payments window.

Result: You are returned to the Invoices window.

Processing Travel-Related Payments
Chapter 5 - Page 32



=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
Standard | OLIVE M RE 1042815 TRAVEL |11.SEP2003  [TR1341v1  JUSD 202.0=
L e 4
Amo Pa
0 292.00

usn 0.00

== Validated No

Not Required
Actions... 1 Halds Payments tdatch | Purchase Order -
Scheduled Payments Cverview Distributions

20. Select the Find g button on the application toolbar.

Result: The Find Invoices window is displayed with the current invoice number in the

appropriate field.
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Supplier

Mame _ Mumber

Site axpayer |D

PO Mum

Invoice
Mumber

Type

Amounts
Dates

Invoice Status

Invoice Template
Mumber
Feriod Type

21. Select the Find button.

Result: The Invoices window is displayed indicating the amount that has been paid.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount

tandard | OLIVE M RE|1042815 TRAVEL |11.SEP2003  [TR1341v1  JUSD 202.0=
L e 4
Amo Pa

0 292.00

usn 292.00

== Validated No

Not Required
Actions... 1 Halds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

22. Select the Actions... button.
Result: The Invoice Actions window is displayed.

23. Enable the Print Notice checkbox

24. In the Printer field, use the LOV to identify the correct printer.

Example: Below is a sample completed Invoice Actions window.
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

e nhsricanas2
Sender Title

25. Select the OK button.

Ml Print Maotice

Result: A Note appears with your concurrent request ID

26. Select the OK button.

End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Processing Patient Travel Payments
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Processing Other Travel Payments

wd g@?"bm | Processing Other Travel Payments

After this lesson you should know how to:

* Process a patient travel payment

=> Process other travel-related payments
« Void a payment

* Reconcile cash payments
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Other Travel Payments Paid through Cashier’s Office

v 2 -3 Other Travel Payments Paid through Cashier’s
S g™ Office

Other types of travel payments paid through the Cashier's Office include:
» Payments to foreign travelers

= Travel plannersubmits a certified travel document to the cashier
= Cashier's Office generates a third-party draft and records itin the NBS
= Travel planner express mails the payment to the foreign traveler

» Emergency travel advances to NIH employees

= Traveler requests emergency advance from OFM Travel Office

= OFM Travel Office ensures the payment hasn’t already been processed
and places it on Cashier Payment hold

= Traveler presents approved travel authonzation to the cashier

= Cashier's Office generates a third-party draft and records the paymentin
the NBS

Processing Travel-Related Payments
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Sample Travel Authorization with Advance

W42l Sample Travel Authorization with Advance

e

Document Document No
Type

Traveler
: Name and
RE: : o Address

RDOE: KDOEECS NOT AVAILAELE

Trip Purpose
& Trip Type

S TOH, NR
SETOH, N

)
NED VEHICLE
TEL

10E!
RECICTEATION FEEL {3

TOTAL Uy
ALTENCE AITRIRLEED

Authorized
Advance
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Travel Advances and AP Prepayments

@321 Ml Travel Advances and AP Prepayments

o
Fpes® a1 e

Travel Authorization Number = AP Prepayment Number - AD

B iaria B e it Travel
FHCE | TR EFId: . -
| BAME: R1S50, WILLIAM EIN: QDl-14 - 16067 AUthorlzatlon

RDOE: RDOEECS NOT AVAILAELE FHOHE : Number
HRIL CO:
ORG: HEAMDOODOOD
TITLE:
&EC TLE:
CRED: CREDHCLIER

AP
Prepayment
Number

Supplier Supplier Mum || Site | Invoice Date Invaice Mum | Invaice Curr | Invoice Amount
Prepayme WILLIAM R 1023022 _' TRAVEL II]1-0CT-2I]I]3 _|TR6-AD _I_I.ISD | ﬁl]l].li

The Invoice Number in Accounts Payable will be the base document number listed on the travel
document plus - AD

Cashier’s should use the Travel Document number to locate the invoice in Accounts Payable
most effectively
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Sample Foreign Travel Voucher

¥

{es:nbrss.

G PETTVRS O 6
L e -

Sample Foreign Travel Voucher

02 VOUCHER
1 #% Read Privacy

| HAME: IEME, THOMAE .

"r-'l—;:l:i:-ﬁﬁrl. "

B Document Type

ACDR: SERVICE DE CHIMIE MOLECULA
GIF-SUR-YVETTE CEDEX

TEZ: & :
CARTHOLDER
Th WUMEER TA DATE
1p/20/2003
AT 09/01/2003
Donzstic Trawsl
1) GTR/TICEET WO VALUE CR CLE DATE
TED 1 1015.00
TRIF 3 TRIP 2 TRIF 1 4]
1 1413 .E0
114452, 1.2131 FROGRAM-DOMEETIC. 183214155, 14169.103,10/17,/20
03, FROJECTE

E] MON-REIMEUREABLE EXPENEEE

TOTAL AMOUNT CLAIMED - -
ADVANCE CUTSTANDING
ADVANCE APPLIED ----

HET TO TRAVELER [BIVT] =-e-e-ccemmcmececmeaeae

IL CD:
HNT4Q2DAD0C
LE
TRIP PURPOCE

SINGLE TRIFP

Ta

FINANCE OFFICE

TRIP TYFPE

Traveler Name and
Address

Trip Purpose &
Trip Type

Net Due to Traveler

Processing Travel-Related Payments

Chapter 5 - Page 43




Travel Vouchers and Travel-Related Invoices

4 Ve Ml Travel Vouchers and Travel-Related Invoices

Fepeas® sty

Travel Voucher Number = AP Invoice Number

VCUCHER ol - Travel
1 %% Read Privacy Ack On Last Page ¥* P V h
| MAME: WILLIAME, KRISTIHE . : CON-V0-30011 oucher

ADDR. 3401 ARDEN CREEE RD Number
MAIL CD:
EACRAMENTA , Ch 55EZE
TITLE:
EEC CLR:
CARD: CARTHOLDER

Th HUMEER TA DATE TRIF PURPOEE TRIP TYPE

09/01,/2003
Pati=nt Trawvel Patient Tri

Type | Supplier Supplier Num || Site | Invoice Date Invaice Mum ([ Invaice Curr || Invoice Amount
[Standard [KRISTINE v[1042807 | TRAVEL [01.SEP-2003  [TR16V1  [USD 1750

The Invoice Number in Accounts Payable will be the Travel Voucher Number listed on the
travel document.

Cashiers should use the Travel Voucher number to locate the invoice in Accounts Payable most
effectively.
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Other Travel-Related Payment Process

W42l Other Travel-Related Payment Process

Travel document
presented to
Cashier

Traveler or IC
representative
presents travel
authorization or
voucher and valid id

Cashier Disburses
Payment

Cashier Records
Payment

4 A

Review Documents

1. Locate and Review
Invoice

v
1. Locate and
Review Invoice

v

Stamp document as
paid

A

2. Validate and
Release Holds

I

Disburse Payment

v

File Voucher

3. Record Payment

A\ 4

4. Print Receipt

The basic process remains the same.

The difference is that the transaction code may be different. The transaction code for Advances is

B206.
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Recording Non-Patient Travel Payments

Purpose

The purpose of this document is to describe how to process non-patient travel payments from the
cashier's office.

NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

Supplier

[Mame ﬂ Mumber
Site ax er D
Invoice

Murmber Terms:
Type Pay Group:

waice Batch

Amounts g [rwoi

Dates

Invoice Status
Faid

Accounted

Status

Voucher Audit Invoice Template

Categaory Mumber J
e Period Type 4]
Mumbers —J . —J

1. Enter the AP invoice number corresponding to the document number in the Invoice:
Number field and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum | Site Invoice Date Irvaice Murn  ||Invaice Curr || Invaice Amount
tandard |ANGELA FA{1000085 TRAVEL |10 SEP 2003  [TRZ79v1  |USD 781.0°
W b
Amo Pa
1 781.00
usD 0.00 -
= . Needs Revalidation ] No
Not Required
Actions... 1 Halds Fayments tdatch Purchase Order -
Scheduled Payments Owerview Distributions
2. Select the Holds button to review the status of the payment.
Result: The Invoice Holds window is displayed.
CASHIER PAYMENT CASHIER PAYMENT PICKUP ] =
[ ASE . 0
10-SEP-2003
SIRONJ_NIH

Scheduled Payments
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If a ""Cashier Payment" or "Patient Recorded Pay" hold has been placed on the invoice,
goto task #3. Otherwise, end of activity.

3. Close the Invoice Holds window.
Result: You are returned to the Invoices window.
4. Using the horizontal scroll bar, scroll to the right to view the Payment Method field.
If the payment method is check, goto task #7. Otherwise, goto task #5.
5. Inthe Payment Method field, use the LOV to select Check.
6. Save the changes
7. Select the Actions... button.

Result: The Invoice Actions window is displayed.

% Imnice Actions

Wizl Braaeiirman..
Create Accounting
Hold Marme

Printer

B Release Halds

B Frint Motice

Sender Mame

"

8. Select the Release Holds checkbox.
Result: All is displayed in the Hold Name field.
9. Inthe Release Name field, use the LOV to populate this field.

Result: The Release Reason defaults.
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Example: Below is a sample completed Invoice Actions window.

e T

Hald Marre
MiHeleage Haolds (=P

== ap-e Holds Quick Released

SENEEEEGI Holds Released
W Frint Motice

Sender Title

10. Select the OK button.

Result: The Invoices window is displayed without the hold.
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=

Type Supnlier Supplier Mum || Site Invoice Date Imvoice Mum  [[Invoice Curr || Invoice Amount
Standard |ANGELA FZ2{ 1000085 TRAVEL |10_-SEP_2003 TR279V1 usD 781.0=
q ¥
i 0 P a3 S
0 781.00
usD 0.00 - -
— Validated Mo
Mot Required
Actions... 1 Holds Payments Match Purchase Order -
Scheduled ﬁaymeﬁ's Oiverview Qi.st-'ritrutinns

11. Select the Actions... button.

Result: The Invoice Actions window is displayed
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

W Print Motice

Sender Title

12. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.
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B [Nvoice Actions

Cifeaiie Su s |

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

W Print Motice

13. Select OK.

Result: You are returned to the Invoices window and the status is Validated.
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=

Type Supnlier Supplier Mum || Site Invoice Date Imvoice Mum  [[Invoice Curr || Invoice Amount
Standard |ANGELA FZ2{ 1000085 TRAVEL |10_-SEP_2003 TR279V1 usD 781.0=
q ¥
i 0 P a3 S
0 781.00
usD 0.00 - -
— Validated Mo
Mot Required
Actions... 1 Holds Payments Match Purchase Order -
Scheduled ﬁaymeﬁ's Oiverview Qi.st-'ritrutinns

14. Select the Actions button.

Result: The Invoice Actions window is displayed.
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

W Print Motice

Sender Title

15. Enable the Pay in Full checkbox and select OK.

Result: The Enter Transactions Events window for the Payment workbench is displayed.

% Enter Transaction Events
Transaction Event ;J
Transaction Code ;J

W Do not display this window again

K
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16. Click in the Transaction Event field and use the LOV to select the appropriate transaction
event.

Note: Select AP Payments (Code B110) for travel vouchers. Select Travel Advances
(Code B206) for travel authorizations.

Result: The Transaction Code field is populated.

% Enter Transaction Events

Transaction Event [ Paiments

Transaction Code (3110 | &

B Do not display this window again

17. Ensure the correct transaction code defaults for the type of payment.

Note: B110 should default for travel vouchers. B206 should default for travel
authorizations.

18. Select the OK button.

Result: The Payments - Pay in Full window is displayed.
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% Fayments (MIH-OLUY - Pay in Full

Bank Account Document Diacument Mum F'ai'yrnént' Date Payment Amount n

Actions.. 1 EnterfAdjust Invoices

19. In the Type field, use the LOV to select Manual.

20. Tab to the Bank Account field and select Main Disbursement from the LOV.
21. Tab to the Document field and select the appropriate document type from the LOV.

Note: Select the appropriate check document type with your initials. If the incorrect type is
selected, the cashier’s reconciliation will be affected.

Result: A note will appear indicating that payables is reserving the payment document.

22. Select the OK button.

23. Save the record by using the Save & button on the application toolbar.

Example: Below is a sample completed payment.
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=

Type ||Bank Account Document Document Mum Payment Date Payment Amount | Curr |||
ManuaMAIN DlSBURSEh& CHECHK.HD 110006 | Z27-SEP-2003 781.00 fUSD =
1 oo 3
NHo
Actions... 1 Enter/Adjust Invoices

Fayment Overview

24. Close the Payments window.

Result: You are returned to the Invoices window.

View nvoices

=
Type Supplier Supplier Mum || Site Invoice Date Ireoice Num |lnvoice Curr | Invoice Amount
tandard | ANGELA F£ 1000085 TRAVEL [10-SEP-2003 | TRZ79W1 | usp 7810=
4 3
Amo Pa
usD 0.00 ; ma
— — Validated No
Not Required
Actions... 1 Halds Payments tlatch Purchase Order b

Scheduled Payments Chvapview

25. Select the Find E button on the application toolbar.
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Result: The Find Invoices window is displayed with the current invoice number in the
appropriate field.

Supplier
Mame Mumber

Site axpayer |0

PO Mum

Invoice
Mumber

T e

Amounts

Invoice Status Holds
Faid Status

Accounted Mame

Status

Voucher Audit Invoice Template
Murnber

Calculate Balance Owed. ..

26. Select the Find button.

Result: The Invoices window is displayed indicating the amount that has been paid.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
Standard |ANGELA FA|1000085 TRAVEL |10 SEP2003  [TRZ79v1  JUSD 781.0=
L e 4
Amo Pa
0 F81.00

usn 781.00

== Validated No

Not Required
Actions... 1 Halds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

27. Select the Actions... button.
Result: The Invoice Actions window is displayed.

28. Enable the Print Notice checkbox

29. In the Printer field, use the LOV to identify the correct printer.

Example: Below is a sample completed Invoice Actions window.
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B [Nvoice Actions

Hald Marre

W Felease Holds

|

e nhsricanas2
Sender Title

30. Select the OK button.

Ml Print Maotice

Result: A Note appears with your concurrent request ID

31. Select the OK button.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Processing Other Travel Payments
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Voiding a Payment

WaC1LVEMl Voiding a Payment

After this lesson you should know how to:
* Process a patient travel payment

* Process other travel-related payments
= Void a payment

* Reconcile cash payments
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Voiding Payments

W3 IEMl Voiding Payments

» A payment can be voided if:
. It was incorrectly recorded, or
the patientrequests a different
paymentmethod
» Once the payment has been voided,

it can be reissued using the standard
procedures

» The Cashier Audit Reports will reflect
the voided payment
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Voiding a Payment

Purpose

The purpose of this document is to describe how to void a payment in Accounts Payable. In the
event that you have located the payment already, you may skip steps 1 - 5.

NIH Payables User
NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

Supplier

Narme ﬂ Murmber
Site Y ar |0
PO Mum PO Shipment: v

Invoice

Mumber Terms: >
Tipe
Armounts - o ch

Invoice Status Holds

Faid
Accounted
Status %

Voucher Audit Invoice Template

Categaory Mumber J
Wasae Period T}" pe 4]
Mumbers —J . —J

1. Enter your search criteria in the Find Invoices window.
Note: Use the invoice number if available.
2. Select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=
Type Supplier Supplier Mum | Site Invoice Date Irvaice Murn  ||Invaice Curr || Invaice Amount
tandard |BEMJAMIN [1000142 TRAVEL [05-SEP-2003 TRA512 usn 100.0=

W i 3
Amo Pa
0 100.00

usD 100.00

== S Validated Yes

Not Required
Actions... 1 Halds Fayments ' tdatch Purchase Order -
Scheduled Payments Owerview Distributions

3. Select the Payments button.

Result: The Payments window is displayed.

% Payments (MIH-0 - TRS512, BENJAMIN SMITH: 9

Document Woid
Mumber ) GL Date

110002 05_SEP.2003 05-SEP-2003

4. Select the Payment Overview button.

Result: The Payment Overview window is displayed.
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ayme it Cwe ey |:: MIH-0 |___|::I

Supplier

Tl 10002 FET-S BENJAMIN SMITH:999999812
Currency R (RRR999395999

Arriount 100.00 TGl 1000142 == TRAVEL

05.SEP 2003 Sl 6125 SILVER CREST DR
LAYTONSVILLE, MD

TREAS PHIL FIN CTR/FUNDS TRANS
[ MAIN DISBURSEMENT

foid Date Payment Document [0y ] =68, (0]

Maturity Date Payment Method  [8T:Tw 4

Invoices

Mumber Arnount Paid GL Date Description
100.00 |05.SEP-2003 |

5. Select the Payments button.

Result: The Payments window is displayed.

=
Type |Bank Account Dacument Document MNum Payment Date Payment Amount [{Curr ||]
- [MAIN DlSBURSEh} CHECK.HD 110002 5.SEP.2003 100.00 fUSD =
9 oo 3
No
Actions... 1 EnterfAdjust Invoices
FPayment Overview iew |nvoices

6. Select the Actions... button.

Processing Travel-Related Payments
Chapter 5 - Page 67



Result: The Payment Actions window is displayed.

Fragram

B Print Mo Printer

S pazy e S e g

N e TS L T R

Fragram

I TR

W"Aoid

GL Date

[vaice Action

7. Enable the check box Void.
Result: The current date defaults into the Date and GL Date fields.
8. In the Invoice Action field, select the appropriate value from the drop down menu.
If you selected Hold, goto task #9. Otherwise, goto task #11.
9. Select Void Payment from the LOV in the Name field.

Result: The Reason field will populate automatically

Processing Travel-Related Payments
Chapter 5 - Page 68



&% Hold (MIH-0U)

FEEYOID PAYMENT
Reason [VOID PAYMENT HOLD

10. Select the Hold button.
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Example: Below is a sample completed Actions window.

== Favment Actions

M| Farmat Fragram
B Print Mo Printer
o [ e T
N e TS =T L R

Fragram
iz ETEEIE

Fayrment Date

Voucher Mum

I TR

Miaid
Z3-JUN-2003
EEE-E T JUN -2003

[mvaice Action

11. Select the OK button.
Result: A message appears to confirm that you want to void this payment.
12. Select the OK button.

Result: The payment is voided. The status of the payment is updated to Voided.
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Actions... 1 Enter/Adjust lnvoices

End of activity.

Processing Travel-Related Payments
Chapter 5 - Page 71



Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Voiding Travel Payments
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Reconciling Cash Payments

w4211 Ml Reconciling Cash Payments

After this lesson you should know how to:
* Process a patient travel payment

* Process other travel-related payments
« Void a payment

=>» Reconcile cash payments
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Cashier Cash Funds Reconciliation Overview

W42 Ml Cashier Cash Funds Reconciliation Overview

» Three types of payments may be disbursed in cash:
= Patient Travel (NBS)
= Patient Funds (ADB)
= Patient Welfare (ADB)

» Patient Funds and Patient Welfare payments will continue to be
processed through the Cashier Tracking System.

» Information on Patient Travel payments processed in the NBS will be
provided through two reports:
= Cashier Audit Report — Summary
= Cashier Audit Report — Detail
» Cashiers will use the payment information provided on the reports to

reconcile cash payments off-line with the help of the Cashier Tracking
System.
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Cashier Audit Report - Detall

@311 8l Cashier Audit Report - Detail

Purpose

The Cashier Audit Report — Detail is used to:
» Facilitate the cash reconciliation process
» Support the vouchering process in the Cashier’'s Office

Parameters

PATIENT_TRAVEL

The parameters that are used for the report include:
Paygroup Name: Patient Travel

Document Type: CASH.XX — Where XX are your initials
Start Date:

End Date

User Name: Defaults to your user name.

Responsibility ID: Defaults to your responsibility.

Processing Travel-Related Payments
Chapter 5 - Page 75



Submitting the Cashier Audit Report - Detail

NIH Payables Cashier Office User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

you to submit an individual request.

® Request Set
Thi: rou to submit a pre-defined set of

redg

1. Select the OK button.

Result: The Submit Request window is displayed.
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B Submit Reguest

Run this Request...

Marmne

Parareters

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

i all Dutput Files

Print tao

2. Click on the LOV in the Name field and select NIHTM Cashier Audit Report- Detail.

Result: The Parameters window is displayed.
EE Parameters

el T PATIENT _TRAVEL Fatient Faygroup
Cocument Type

ScnEEER0S-SEP 2003

End Date

Mame

ihility 1d

3. Enter the report parameters as described below:

Field Description
Paygroup Name Select PATIENT TRAVEL from the LOV
Document Type Select the cash document type from the LOV for the cashier
Start Date Enter the beginning date from which you want to view payments
End Date Enter the end date through which you want to view payments.
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User Name Defaults to your user ID. You may select another user name
from the LOV.
Responsibility ID Defaults to your current responsibility.

Example: Below is an example completed parameters window.

R AR PATIENT TRAVEL Fatient P
CASH.NL
SR EEEM0S-SEP 2003
= REEIEN05 - SEP-2003
WCHLEAVYN_OD

i ld" MIH Payahles Cashiers Office Use

4. Select the OK button.
Result: The Parameters window closes.
5. Select the Options button.

Result: The Upon Completion window is displayed.
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% lpan Completion...

Notify the following people:

MNarne For Language

Print the Output To:

Frinter Copies For Language

S

! —

6. Select a printer from the LOV in the Printer field.

7. Tab to the Copies and enter the number of copies you want to print.
8. Select the OK button.
9. Select the Submit button.

Result: Your report has been submitted. It will print to the printer you selected once it has
completed.

End of activity.
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Cashier Audit Report - Summary

@421l Cashier Audit Report - Summary

Purpose

The Cashier Audit Report —-Summary is used to track payments by
category to monitor $2,500 limit

Parameters

=eAEE R0 -SEP 2003

The Cashier Audit Report — Summary will display the total amount of payments for the
document type within the the date range provided in the Parameters window.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 4: Running Cashier Audit Reports
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Lesson Summary

@31 Ml | esson Summary

In this lesson you learned how to:

* Process a patient travel payment

* Process other travel-related payments
« Void a payment

* Reconcile cash payments
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Processing Travel-Related
Deposits

Chapter 6
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Processing Travel-Related Deposits

Processing Travel-Related Deposits

Track 2 End User Training
September 2003
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Lesson Objectives

WAl | esson Objectives

BT s & RSk BV ST

After this lesson you should know how to:

* Process travel advance refunds and refunds to
appropriation

* Process sponsored travel receipts

* Reverse a receipt

Processing Travel-Related Deposits
Chapter 6 - Page 3



Cashier Receipt Entry Process

WALl Cashier Receipt Entry Process

TITUTES 0F HRTH
S APCH PR STSTI

Traveler presents Cashier Enters Collections Officer
payment to Receipts Deposits Receipt®™¢
Cashier Al

The traveler presents a 1. Categorize 1. Review Batch
payment to the Receipts =

cashier's deskw ith I 2. Complete Deposit
back-up * Ticket

documentation. 2. Enter Receipts ¥

3. Update Receipt
r v

Cashier receives

payment 3. Provide 4. Generate Schedule
Collections Officer || of Collections

with Receipt ¥

Conduct Research [+ [[Summary 5. Deposit Receipts
7

6. Report Receipts
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Categorize Receipts

WaC UMl Categorize Receipts

TITUTES 0F HRTH
S APCH PR STSTI

Receipts should be separated by type.

»  Travel Advance Refunds (Current code 10) &
Refunds to Appropriations (Current code 20)

» Sponsored Travel Payments (Current code 4E)

All other receipt types will be entered into the Cashier

Receipt Tracking System as is currently the practice

» In addition, receipts that are entered on a separate
deposit ticket should be separated from the other
receipts of that type.

1. Categorize
Receipts

All other types of receipts will continue to be processed in the Cashier Receipt Tracking
System as usual until such time those additional receipt types are incorporated into the

NBS.

The Cashier’s Offices in Building 10 and 31 will continue to sort their receipts in the same

manner as they do today.
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Travel Refund Receipts

Ml Travel Refund Receipts

» Travel Refund Receipts (formerly code 10 & 20) are entered into
Accounts Payable

» All activities related to Travel Refund Receipts are completed in the
NIH Payables Cashier Office User responsibility.

Travel Refund “ NIH Payables
Receipts Cashier Office User
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Sponsored Travel Receipts

Ml Sponsored Travel Receipts

» Sponsored Travel Receipts (formerly code 4E) are entered into
Accounts Receivable

» All activities related to Sponsored Travel Receipts are completed in
the NIH Receivables Receipt Entry responsibility.

Sponsored Travel ﬁ NIH Receivables
Receipts Receipt Entry
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Process Travel Refunds

¥4 SIIEE Process Travel Refunds

After this lesson you should know how to:

=» Process travel advance refunds and refunds to
appropriation

* Process sponsored travel receipts
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Entering Receipts: Travel Advance Refunds

W42 Ml Entering Receipts: Travel Advance Refunds

BT s & RSk BV ST

Travel Advance Refunds and Refunds to
Appropriation are entered in the same manner in
Accounts Payable.

2. Enter Receipts

Step 1: Locate Debit Memo
Step 2: Validate Debit Memo

Step 3: Record Refund

Travel Voucher Number: TR87V1
Debit Memo Number: TR87V1-DM

*Travel Advance Refunds and Refunds to Appropriation are entered into Accounts Payable.
*Each receipt is recorded separately in Accounts Payable.
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Recording Travel Refunds

Purpose

The purpose of this document is to describe how to record refunds remitted by travelers against
debit memos.

NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

% Find I

Supplier

Harme ﬂ Mumber
Site Taxpayer ID
PO Mum PO Shipment: v

Murmber Terms: -
Pay Group: ¥
Amounts g - Invoice Batch

Invoice

Dates Currency

Invoice Status

Faid Status
Accounted et
statis % Reason

Voucher Audit Invoice Template

: i Mumber J
e Period Type 4]
Mumbers —J . —J

1. Enter search criteria into the Find Invoices window .

Note: You may enter the travel voucher number in the Invoice: Number field followed by
a %. Also, you may change the Invoice: Type to Debit Memo.

2. Select the Find button.

Result: The invoices matching your search criteria are displayed on the Invoices window.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
Dehit Mer|BENJAMIN [1000142 TRAVEL |05.SEP2003  [|TR5565.DM [USD 250.01=
e v e e b
i\ 0 P

0 250.00
usD 0.00
== Validated Yes

Not Required
Actions... 1 Halds Payments ' fdatch | Purchase Order -

Scheduled Payments Cverview Distributions

3. Review the amount of the debit memo.

If the amount of the debit memo equals the amount of the refund, goto task #11. Otherwise,
goto task #4.

4. Select the Scheduled Payments button.

Result: The Scheduled Payments window is displayed.
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% Scheduled Pa MIH-0U - TRS565-DM, BENJAM

Payment Currency @
Armount Paid g 5 miount Total

Due Date

Hold lari
Fayment F'r|0r|t},r| Payment Efmmm Discount

‘ Due Date Gross Amount hethod Date Amount [ ]

05.SEP-2003 250.00-| 50 (Check

Amount Remaining 250.00-

Discount Amount Remaining 0.00

5. Inthe Gross Amount field, replace the existing value with the actual amount of the refund.

Note: Be sure to use a negative sign.

Example:

% Scheduled Payments (MIH-COLU) - TR -Did, BERJAMIN SMITH:9

N 250.00-
Arnount Total 100.00-

i

Due Date

Haold i

i I:'”DHJ[}'{| Fayment Discount Discount
_ ‘ Due Date Gross Amaount hethod Date Amaount ]
I [ossEP2003 | 100.00-| F1|Check E

6. Place your cursor in the next line.
7. In the Due Date ficld, enter today's date.
8. Tab to the Gross Amount field and enter the remaining amount due.

Note: Be sure to use a negative sign.
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Example:

% Scheduled Payments (MIH-0LN - TRS565-DiM, BERIAMIMN SMITH: 85

amourt paid (YT

Due Date

Haold iority -
3 : : Payment F'r|0r|t3,r| Fayment Discount Discount
. | Due Date Gross Amount athaod Date Arnount [ ]
i_ 05-SEP-2003 100.00-| 50 |Check =
l,_ 05-SEP-2003 150.00-| &1 |Check |_

9. Place your cursor in the first line displaying the amount of the current refund and select the
Pay button.

Result: A caution window appears.

10. Select the OK button.

Result: The Enter Transaction Events window is displayed.
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&% Enter Transaction Events ] I

Transaction Event
Transaction Code

W Do not display this window again

K

Goto task #13.
11. Select the Actions... button.

Result: The Invoice Actions window is displayed.

W Print Motice

12. Enable the Pay in Full checkbox and select OK.

Result: The Enter Transactions Events window is displayed.
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% Enter Transaction Events |

Transaction Code [ MG

W Do not display this window again

K

13. In the Transaction Event ficld, select AP Refund from the LOV.
Result: The value C112 will appear in the Transaction Code field.
14. Select the OK button to close the Enter Transaction Events window.

Result: The Payments - Pay in Full window is displayed.

Document Mum Payment Date Payment Amount

Actions... 1 Enterifdiust [nvoices

Fayment Ciyarnia g voices

15. Tab to the Bank Account ficld and select Main Disbursement from the LOV.

Result: A caution message appears.
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z vas made to find a s
/d, Th file option

Action: Maone |

16. Select the OK button.
17. Tab to the Document Number field and enter the check number from the LOV.
18. Place your cursor in the [] flexfield.

Result: The Payment Information window is displayed.

% = 111 L 1 L e S AT by

19. Enter the deposit ticket number in the Deposit Ticket Number field and press OK.
Result: The Payment Information window closes.
20. Save your work.

Example: Below is a sample completed refund.
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Docurnent Document Murm Payment Date

123456

Accounted

End of activity.
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Provide Receipt Information to Collection Officer

5

%é 2 rc3ll Provide Receipt Information to Collection
gl N Officer

> Use the @ Print icon on the toolbar to print a8 [3 provide
screen shot of the payment window for the Collections Officer

refund. with Receipt
» Attach the screen shot to the refund Summary

documents.

pac
i

=

Type | Bank Account Document Diocument Num FPayment Date FPayment Amount | Curr |
Refumf_ Treasury AR FY04 123456 {05_SEP_2003 | B 250.00- {USD

No
Actions... 1 Enterftdjust lnvoices

Payment Overview Yiew Invoices

Processing Travel-Related Deposits
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Recording Travel Refunds
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Collection Officer Activities

WALl Collection Officer Activities

The collection officer reviews the refunds and Collections Officer
completes the deposit ticket Deposits Receipts™=k

1. Review Batch

v
2. Complete Deposit
Ticket

NIH FEDERAL CREDIT UNION 555551
Deposit Ticket

Date 9/2/03
Check # Amount
$25.42
$412.36
$437.78
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Updating Receipts: Travel Refunds

@421 Ml Updating Receipts: Travel Refunds

The Deposit Ticket Number should be recorded

. 3. Update Receipt
in the payment flexfield on travel refunds

joarLy
A

2

Type ||Bank Account Document Document Mum Payment Date || Payment Amount || Curr [ ]

Refund| MAIN DISBURSER] 9638 |03.sEP-2003 | 200.00-fUSD (12§~

e ——— 1 1

|
Cancel Clear Help

Payment Overview Wiew [nvoices

Steps to update travel refunds with the deposit ticket number:
* Locate the travel refund

* Click in the flexfield and enter the deposit ticket number
» Select the OK button

* Save the record

Processing Travel-Related Deposits
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Entering Deposit Ticket Numbers on Travel Refunds

Purpose

The purpose of this document is to describe how to enter deposit ticket numbers on recorded
travel refunds

NIH Payables Cashier Office User
N > Payments > Entry > Payments

Enter Transaction Events

% Enter Transaction Events |
Forrm Activity
Transaction Event _
Transaction Code —

B Do not display this window again

L

1. Close the Enter Transactions Events window.
Result: A caution message will appear.
2. Select the OK button.

Result: The Payments window is displayed.
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LINOIGE9SP ROB A LD P52

=
Type ||Bank Account Docurnent Dacurment Murm FPayment Date Payrnent Amount || Curr |||
Quicfs | | | -
] | ]
| | |
A s »
No
Actions... 1 Enter/Adjust Invoices
Fayrment Cveniew ey |HYDICes

3. Select the Find icon on the applications toolbar.

Result: The Find Payments window is displayed.

Payment

nunbers [ -
ETEE01 JAN-2003 o 28-FEB-2003

Supplier Voucher Audit
Mame

Mumber

Murnber Frarm

Site Murmber To
Paid To Mame

Remit to Account

Status

4. Enter the applicable search criteria.

Note:

Processing Travel-Related Deposits
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*  Sample fields to use include Payment Number, Payment Date, Supplier Name,
Amounts, Payment Batch, etc.

*  The greater number of fields entered, the faster the query will complete.
5. Select the Find button.
6. Close the Find Payments window to view the Payments window.

Result: The Payments window displays the results of your search.

Document Document Mum

7. In the line of the payment, select the Flexfield [].

Result: The Additional Payment Information window is displayed.

E P AN, I R I e e e e e

perosiT TickeT nuvesr (I

8.  Enter the deposit ticket number in the Deposit Ticket Number field.
9. Select the OK button.

Result: You are returned to the Payments window.
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2

ayment Amount | Curr ([ ] | Batch Mame Account Currency Payment hethod
100.00- |USD |55 |usp ‘
I v
No
Actions.. 1 EnterAdiust Invoices
Fayment Overdew “Wiew lpvoices

10. Save your work.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Entering Deposit Ticket Numbers on Travel Refunds
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Generating the Schedule of Collections

W42 Ml Generating the Schedule of Collections

The AP Schedule of Collections Report
» displays the travel refunds recorded within

4. Generate Schedule
a of Collections

given date range that have been associated

with a deposit ticket number

» can be run separately in AP or as a request

set with the AR report

Natiohal Institutes of Health
AP Schedule of Collections Report

Ieposit Ticket MNumber: 12365
Payee Name Check Nuwber

WILLIAM RIZ30:0011415067
Deposit Ticket Total:

Report Total:

Page : 1 o0of 1

Beport Date : 04 JIEP zZ003

Check Date Amount

09/03/2003 200,00

200,00

200,00
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Submitting the AP Schedule of Collections Report

Purpose

The purpose of this document is to describe how to generate the AP Schedule of Collections
Report. This report displays the refund information related to specific deposit ticket numbers.

NIH Payables Cashier Office
N > Other > Requests > Run

Submit a New Request

you to subrit an individual regquest.

® Hequest Set
Thi g you to submit & pre-defined sat of

o
R

1. Select the OK button.

Result: The Submit Request window is displayed.
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E Submit Request

Run this Hequest...

Mame

Parameters

Lariguages

LEI‘I!;]UE!:_‘E! American E“glish _

At these Times...

=GN As Soon as Possible  Schedule...

Upon Completion...

s

reall Dutput Files

Nty
Eilis S noprint

Help (B)

Report - AP
Result: The Parameters

% Farameters

In the Name field, use the LOV to select NIH Schedule of Collections (Deposit Ticket)

window is displayed.

peposit Ticket Nurnber (T

e -

End Date |

3. Complete the Parameters window as described below:

Field Description
Deposit Ticket Number Select the appropriate deposit ticket number from the
LOV
Start Date Select the beginning refund date from the LOV
End Date Select the ending refund date from the LOV

Processing Travel-Related Deposits
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4. Select the OK button.

Result: You are returned to the Submit Requests window.
5. Select the Options button.

Result: The Upon Completion window is displayed.

% Lpon Completion...

Notify the following people:

_ Mame For Language

Print the Qutput To:
Style

Frinter Copies For Language

0 |All languages

6. In the Printer field, use the LOV to select the printer you want to print the report.
7. Tab to the Copies field and enter the number of copies to print.
8. Select the OK button.

Result: The Upon Completion window is closed.
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B Submit Reguest

Run this Request...

NIH Schedule of Collections {(Deposit Ticket ) Report - AP
12365:

-\ American English :
L —

At these Times...

=0 As Soon as Possible Schedule..

Upon Completion...

Fil Save all Cutput Files

it nbsricanis2

9. Select the Submit button.

Result: The AP Schedule of Collections Report is printed.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Running the AP Schedule of Collections
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Reversing a Travel Refunds

W42 Ml Reversing a Travel Refunds

Type ||Bank Account = ent Amount

Refund] Treasury AR FY04 100.00-

100.00-
0.00|

s-steamng
05.SEP 2003 | Pay... 1

None

Cancel

Steps to Void a Travel Refund
* Locate the payment

» Select the Actions button
* Enable the Void checkbox
» Select the OK button

Refer to Chapter 5 for instructions on how to void a payment.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 4: Reversing Travel Refunds
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Collection Officer Activities

WALl Collection Officer Activities

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» After the receipts have been deposited at
the Credit Union

» A copy of the Schedule of Collections —
AP should be forwarded to the Travel
Office and the GL Branch

Processing Travel-Related Deposits
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Process Sponsored Travel Receipts

w4 géfnbrss § Process Sponsored Travel Receipts

After this lesson you should know how to:

* Process travel advance refunds and refunds to
appropriation

=> Process sponsored travel receipts

Processing Travel-Related Deposits
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Entering Receipts: Sponsored Travel Receipts

Entering Receipts: Sponsored Travel
B Receipts

Sponsored travel receipts are entered through the
NIH Receivables Receipt Entry Responsibility

Manual-Regular bl
i |

01-SEP-2003 | 0 Sponsored Travel
I-01-SEP-2003 : ER T ET S SPON TRAY FYD4 |
01-SEP-2003 (A NIH FEDERAL CREDIT UNION |

Count Arnount Amount

2. Enter Receipts

BER

Totals

Transmission
I

Sponsored travel receipts should be submitted to the Cashier’s Office with a copy of the travel document
to which they are related.

Sponsored Travel receipts are entered in batches.
A receipt batch may contain many receipts.

All receipts in a receipt batch will be entered on the same deposit ticket.
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Entering Sponsored Travel Receipt Batches

Purpose

The purpose of this document is to describe how to enter sponsored travel receipt batches into
the NBS.

Before you begin
Before you begin, you must have the receipt information available for entry.

Important: If you are entering a receipt within an existing receipt batch, locate the existing
batch and skip Tasks 1 - 5 and proceed directly to Task 6.

NIH Receivables Receipt Entry
N > Receipts > Batches

Receipt Batches

-

)
Batch Date
le ate jank Marme
Comments _ Bank Account Murnber

Totals

Count Amount Count Amount

Applied

Transmission

M| Fartially Furged

1. In the Batch Source field, select Sponsored Travel from the LOV
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Result: The Receipt Class, Payment Method, Bank Name, and Bank Account Number
will default.

If the payment method is fed wire or foreign currency, goto task #2. Otherwise, goto task
#3.

2. Tab to the Payment Method field and select the appropriate payment method from the
LOV.

Result: The Bank Name and Bank Account Number fields will default.
3. Inthe Control: Count field, enter the total number of receipts in the batch

4. Tab to the Control: Amount field and enter the total dollar amount of the receipts in the
batch.

5. Save the record.

Result: The Batch Number is assigned and the Totals fields are displayed.

Manual-Regular

Jate 2 \NSPON TRAV FY04
Jeposit Date B 120" NIH FEDERAL CREDIT UNION

Totals

Count Amount

al

d

Transmission

ks statvs. [T

B Fartially Furged [ !J]

6. Select the Receipts button.

Result: The Receipt Summary window is displayed.
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Receipt Mumber Type Receipt Date:
Cash = i02-SEP-2003

Heverse

7. Select the New button.

Result: The Receipts window is displayed.
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ceipt Date [IES eBI K] EIRREE02 - SEP-2003

Payment Method

Customer

Trans Nurnber Fostmark Date .

Custamer Name Custamer Mumber

Taxpayer D Location

Re_fereni:_e Tax _Cudg

_C'_Dmmgnts
Customer Bank Confirmation

Bank Name Date |
Account Mum GL Date

8. Enter the check number in the Receipt Number field.

9. Tab the Receipt Amount field and enter the amount of the payment.

10. Tab to the Receipt Date field and enter the date on the check

11. In the Customer Name field, use the LOYV to locate the customer name.
If the customer name is found, goto task #12. Otherwise, goto task #13.
12. Select the OK button.

Result: The Customer Number and Location fields default.
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Cash

usD | 500.00
ceipt Date GL Date

SPON TRAY FY04 Document Mum

Cleared Functional Amaount 500.00

Customer

Trans Nurnber | Postmark Date .

Customer Mame |CARNEGIE MELLON UNIVERSIT Customer Mumber 1203
Taxpayer D Location |BILL_TO 186

Reference Tax Code

Comments
Customer Bank Confirmation

Bank Name Date |
Account Mum GL Date

Goto task #14.
13. Select the Cancel button to close the LOV window.
14. Place your cursor in the Flexfield [] under the Functional Amount field.

Result: The Receipt Information window is displayed.

D

15. Enter the name printed on the check in the Customer Name Printed on Check field.
16. Enter the travel document number in the Travel Voucher Number field.
17. Select the OK button.

Result: The Receipt Information window closes.
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leceipt Type (830
L uSD | it Amant 500.00
ceipt Data 5L Date
Fayment Meathod SPON TRAY FYD4 Document Mum

Cleared Functional Amount

[ ()

Customer

Trans Mumber Postmark Date -
._C!__ls'f-nmer Namg CARNEGIE MELLON UNIVERSIT I_S_usgmr_n_er Murmber 1.2l]3'
Taxpayer D Location |BILL_TO 186

Refgere__m::p Tax Code

Camments

Customer Bank Confirmation
Bank Name Date |

Account Mum GL Date |

18. Save the record.

If there are additional receipts to enter, goto task #19. Otherwise, goto task #20.

19. Select the New = button on the applications toolbar.

Result: A blank receipt window is displayed.
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S SEEIEEN 02 - SEP-2003 EREE02 - SEP-2003
EEEaSEE S SPON TRAY FYD4 Document Murm

Cleared Functional Amount

Customer |

Trans Nurnber Fostmark Date .

Custamer Name Custamer Mumber

Taxpayer D Location
Reference Tax Code

Comments

Customer Bank Confirmation
Bank MName Date |

Account Mum GL Date |

Goto task #8.

20. Close the Receipts window.

Result: You are returned to the Receipts Summary window.
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Receipt Date:
Cash - [\01-SEP-2003
Cash - |\01_SEP-2003

21. Close the Receipts Summary window.

Result: You are returned to the Receipt Batches window.
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Batch Date
5L Date
Deposit Date
Comments

Totals -
Count Armount

Actual

Difference 0 0.00

Transmission
Mame

Lockbox

Batch

PR

Sponsored Travel

i SPON TRAV FYD4
EELLAUETGTER NIH FEDERAL CREDIT UNION

Bank Account Mumber

Count

Applied

Unapplied

Unidentified

Miscellaneous

Returned

=N RN RN ]

M| Fartially Furged [ !]]

22. Review the Totals block to ensure that the Difference: Count and Difference: Amount

fields are zero.

23. Update the Control Amounts of receipt totals as necessary.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 5: Entering Sponsored Travel Receipts
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Provide Receipt Information to Collection Officer

(¢ &nbrss. Provide Receipt Information to Collection
ol e s Officer

The Receipt Register Report can be used to 3. Provide

summarize receipt batch information. Collections Officer
with Receipt

Summary

Enter the Receipt
Batch Number in the
Batch Name Low
and High fields
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Submitting the Receipt Register Report

NIH Receivables Receipt Entry
N > Reports > Collections

Submit a New Request

% Submit a Mew Heguest

What type of request do you want to run?

you to submit a pre-defined set of

1. Select the OK button.

Result: The Submit Request window is displayed.
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B Submit Reguest

Run this Request...

if ,

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

e all Output Files

[atify [ Cptions. ..
Print ta —]

2. Click on the LOV in the Name field and select Register Report.

Result: The Parameters window is displayed.
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= Parameters

Attribute Set [DEFAUL

Batch Marme Lowe

satch Mame High

Receipt Mumber High
GL Date Low

Docurnent

urrber From

Docurnent Seguence Mumber Ta

3. Enter your report parameters as described below:

Field Description
Batch Name Range Select the receipt batch name range from the LOV
Customer Name Range Select a range of customer names from the LOV
Deposit Date Range Select a range of deposit dates from the LOV
Receipt Status Range N/A
Receipt Number Range Enter a range of receipt numbers

Note: The receipt number field is generally populated with
the check number

GL Date Range Enter a range of GL Dates
Currency Code Select USD from the LOV
Document Sequence Name | N/A

Document Sequence N/A

Range

4. Select the OK button.
Result: The Parameters window is no longer displayed.
5. Select the Options button in the Upon Completion box.

Result: The Upon Completion window is displayed.
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% lpan Completion...

Notify the following people:

_ Mame For Language

Print the Output To:
_ Printer Copies: For Language
All languages

6. In the Print the Output To: block in the Printer field, select the appropriate printer from
the LOV.

7. Inthe Copies field, enter the number of copies you want to print.
8. Select the OK button.

Result: You are returned to the Requests window.
9. Select the Submit button.

Result: A Decision window is displayed.

Processing Travel-Related Deposits
Chapter 6 - Page 52



10. Select No.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 6: Submitting the Receipt Register Report
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Collection Officer Activities

WALl Collection Officer Activities

The collection officer reviews the batches and Collections Officer
completes the deposit ticket Deposits Receipts™=k

1. Review Batch

v
2. Complete Deposit
Ticket

NIH FEDERAL CREDIT UNION 555551
Deposit Ticket

Date 9/2/03
Check # Amount
$45,000.00
$412.36
$45,412.36
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Updating Receipts: Sponsored Travel Receipts

\(ﬁ é}nb gggglté?g Receipts: Sponsored Travel

The Deposit Ticket Number should be recorded
in the Receipt Batch Flexfield on Sponsored
Travel receipts

3. Update Receipt

01-JUL-2003
01-JUL-2003
01-JUL-2003

Count Amount Amaunt

5 Batch Information

Deposit Ticket Mumber ‘_|253I5| |

Status _‘
U]

W Fartially Fuiy..-

Page 24

Transmission

Steps to update receipt batches with the deposit ticket number:
* Locate the receipt batch

*  Open the receipt batch

*  Click in the Flexfield and enter the deposit ticket number
+ Select the OK button

* Save the record
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Entering Deposit Ticket Number on Sponsored Travel Receipt
Batches

Purpose

The purpose of this document is to describe how to enter deposit ticket numbers onto receipt
batches for sponsored travel receipts

NIH Receivables Receipt Entry
N > Receipts > Batches

Receipt Batches

SRR 11 UN-2003
EISBEVEE 11 - JUN-2003
g S 11-JUN-2003

Bank Account Number

Totals v 3
Arnount Count Amaount

Contral Applied

Actual

Unidentified

Miscellaneous

Transmission
[ arre

Lockbox

W Fartially Purged

1. Press the F11 key.

Result: The fields turn blue indicating query mode.
2. Enter the receipt batch number in the Batch Number field.
3. Press the Ctrl + F11 keys to execute the query.

Result: The Receipt Batch information is displayed.
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Batch Date
5L Date
Deposit Date
Comments

Totals :
Count Armount

Actual

Difference 0 0.00

Transmission
Mame

Lockbox

Batch

¢ T

Sponsored Travel

i SPON TRAV FYD4
EELLAUETGTER NIH FEDERAL CREDIT UNION

Bank Account Mumber

Count

Applied

Unapplied

Unidentified

Miscellaneous

Returned

M| Fartially Furged [ !]]

4. Place your cursor in the flexfield [] above the Receipts button.

Result: The Batch Information window will appear.

% Batch Information

it Ticket Nurnber [ D

5. Enter the deposit ticket number in the Deposit Ticket Number field.

Example: Below is a sample completed Batch Information window.
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% Batch Information

Deposit Ticket Mumber

6. Select the OK button.

Result: You are returned to the Receipt Batches window.
7. Save your work.

End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 7: Entering Deposit Ticket Numbers on Receipt Batches

Processing Travel-Related Deposits
Chapter 6 - Page 61



Generating the Schedule of Collections

W42 Ml Generating the Schedule of Collections

The AR Schedule of Collections Report

4. Generate Schedule

> displays the travel refunds recorded within a of Collections
given date range that have been associated with a deposit ticket

number

»can be run separately in or as a request set with the AP report

National Institutes of Health
AR Schedule of Collections Report

Page: 1 of 1
Feport Date:09/04/03

Deposit Ticket Mumber:555551

Total Batches Total Actual Deposit Ticket
Included Receipts Included Total Amount

2

1,000.00

Batch Number: Batch Source:
Payment Method:

Sponsored Trawvel
SPON TRAWV FYO4

Batch Control Count Batch Control lmount Batch

Aectual Count Batch Actual lwount

Z 1,000.00 Z

1,000.00

Receipt Nunber Payer Name

Receipt Date Receipt Amount

123456 CARNEGIE MELLON UNIVERIITY
123456 CARNEGIE MELLON TNIVERIITY

09/01/2003 500.00
08/01/2003 500.00
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Submitting the AR Schedule of Collections Report

Purpose

The purpose of this document is to describe how to generate the AR Schedule of Collections
Report. This report displays the receipt batch information related to specific deposit ticket
numbers.

NIH Receivables Receipt Entry
N > Reports > Other

Submit a New Request

% subrnit a Mew Reguest |

What type of request do you want to run?

1gle Beqguest
ou ta submit an individual request.

® Hequest Set
you to subrit & pre-defined set of

o
X

1. Select the OK button.

Result: The Submit Request window is displayed.
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E Submit Request

Run this Hequest...

Mame

Parameters

LEI‘I!;]UE!:_‘E! American E“glish _

Larguages. ..

At these Times...

=GN As Soon as Possible  Schedule...

Upon Completion...

| Il Dutput Files

Nty
Print to _

o @

2. Click on the LOV in the Name field and select NIH Schedule of Collections (Deposit
Ticket) Report

Result: The Parameters window is displayed.

gz Parameters

Deposit Ticket Mumber
Starting Batch Mumber
Ending Batch Mumbet
tarting Batch Date
Ending Batch Date &
' B

3. Complete the Parameters window as described below:

Field Description
Deposit Ticket Number Select the appropriate deposit ticket number from the
LOV
Starting Batch Number Select the beginning receipt batch number from the LOV
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Ending Batch Number Select the ending receipt batch number from the LOV
Starting Batch Date Select the beginning receipt batch date from the LOV
Ending Batch Date Select the ending receipt batch date from the LOV

Note: You should either use the deposit ticket number, the batch number range, or the batch

date range. Do not mix the report

4. Select the OK button.

criteria.

Result: You are returned to the Submit Requests window.

5. Select the Options button.

Result: The Upon Completion window is displayed.

noprint |0 All languages

Landscape

Help

6. In the Printer ficld, use the LOV

Ok Cancel

to select the printer you want to send the report.

7. Tab to the Copies field and enter the number of copies to print.

8. Select the OK button.

Result: The Upon Completion window is closed.
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% Print Other Reports

Run this Request...

WEES NIH Schedule of Collections (Deposit Ticket) Report

Pararmet

R Americar ish _
Languades. .

At these Times...

== s As Soon as Possible Schedule... ]

Upon Completion...

e all Output Files

Motify Q'p_fiqﬂs_.-..
Print to nhsr&E_mIﬁﬁZ —

9. Select the Submit button.
Result: The AR Schedule of Collections Report is printed.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 8: Running the AR Schedule of Collections
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Reversing a Receipt: Sponsored Travel Receipt

{@ gggnbrss Reversing a Receipt: Sponsored Travel
Recelpt

> In the event that a recelpt is returned, reverse the receipt in AR.

Receipt Mumber | Receipt Date GL Date Fostmark Date
12312 ; + [[20.JUN-2003 20-JUN-2003

W Dsbit I

Document Mum !
I

i

Steps to Reverse a Receipt

* Locate the receipt

» Select the Reverse button

* Enter the Category and Reason fields
» Select the Reverse button
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Reversing a Receipt

Purpose

This document describes how to reverse a receipt that was entered.

NIH Receivables Receipt Entry
N > Receipts > Receipt Batches
Receipt Batches

Batch Mumber ;j
Batch Date
GL Date
t Date

Comments

Totals = -
Count Amount

Caontraol

Actual

Transmission

1. Press the F11 key to enter query mode.

Result: The fields turn blue

Bank Mame
coount Mumber %

Count Amount

F.!n;tu r'ruz;i Q —J

M| Fartially Purged [ !]]

2. Enter the batch number from the AR Schedule of Collections report in the Batch Number

field.
3. Press the Ctrl + F11 keys to execute the query.

Result: The receipt batch information is displayed.
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LD 4

Batch Date teceip
GL Date ay SPON TRAY FY04
Jeposit Date EESIEESINIH FEDERAL CREDIT UNION
Caomments ;j Bank Account Mumber

Count Amount Count

Cantral 906.50 Applied

Actual 6. Unapplied

unt

ion

Unidentified

ellangous

Returned

(=T (0 s T I — T L S —]

Transmission

Sehis Sopen

Lockhox B Partially Purged [ ]

4. Select the Receipts button

Result: The Receipt Summary window will display the receipts located in the batch.
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=

Receipt Mumhbar Type Receipt Date GL Date Postrmark Date
25142 Cash ~|i07-0CT-2003 30-SEP-2003
52631 Cash ~ f07-0CT 2003 30-SEP-2003
2536 Cash = {07-0CT-2003 30-SEP-2003
T e
Beverse... 1 Mass Apply [
Confirr... 1 Applications Open

5. Place your cursor in the line of the receipt you want to reverse and select Open.

Result: The Receipts window is displayed.
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sIHY - 1000024

Receipt Mumber
Currency

ceipt Date
Payment Method

Customer

Trans Number

Custamer Name

Taxpayer D

Reference

Docurment Murm

Functional Amount

Fostmark Date .

Custamer Mumber
ch_atiqn
Tax Code

Cash

[l

2281

BILL_TO 3072

Comments

Customer Bank

Bank Name

Account Mum

Confirmation

Date |
L Date

Mass Apply ' Applications

If you would like to review the receipt application prior to reversing the receipt, goto task

#6. Otherwise, goto task #8.

6. Select the Applications button.

Result: The Applications window is displayed.
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5 Applications (NIH) - 15:

Customer Marme

omer Mumber

Location

Receipt Amount

Applications

|

I
|
-
=
-
[
-

7. Review the information then close the Applications window.

Result: You will be returned to the Receipts window.
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sIHY - 1000024

Receipt Mumber _
Currency

ceipt Date
Payment Method

1-JUL-2003

Customer

Trans Number

Custamer Name

Taxpayer D

Reference

Fostmark Date .

Custamer Mumber
ch_atiqn
Tax Code

Cash

100.00

[l

2281

BILL_TO 3072

Comments

Customer Bank

Bank Name

Account Mum

Confirmation

Date |
GL Date

8. Select the Reverse...1 button.

Result: The Reverse window is displayed.

11-JUN-2003

Mass Apply ' Applications

Comrment

B Debit Memo R

- Document Murm -

Type

Reverse Cancel

9. Enter the date of reversal in the Date field.

10. Enter the date to post to the GL in the GL Date field.
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11. In the Category field, use the LOV to select a category for the reversal.

Note: If the receipt was simply entered incorrectly, then select Reverse Receipt.
Otherwise, select the appropriate category.

12. In the Reason field, use the LOV to select a reason for the reversal.
13. Enter any additional comments in the Comment field.

Example: Below is a sample completed Reverse window.

11-JUN-2003 E]REEICEE 11 JUN-2003

peicEG Non-sufficient Funds Mon-sufficient Funds

Reason [ Insufficient funds in bank

Bl Returned on document #12536

B Dehit Memo Re al

Type Document Mum -
Account 7]]

' Reverse Cancel

14. Select the Reverse button.

Result: The Receipt window is displayed with a Status of "Reversed".

Processing Travel-Related Deposits
Chapter 6 - Page 75



Cash

100.00
Lo B 01-JUL-2003 e 01-JUL-2003

Payment hdethod p{alolRE: Document Mum

Functional Amount

[l

Customer |

Trans Number Postmark Date '

Customer Mame Customer Mumber 2281
Taxpayer D Lu:!c:_ati_t_rn B_I_LL_TO._3l]?2_

Reference Tax Code

Comments

Customer Bank Confirmation
Bank Mame Date |

Account Mum GL Date |

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 9: Processing Sponsored Travel Returned Payments
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Lesson Summary

@31 Ml | esson Summary

After this lesson you know how to:
* Process sponsored travel receipts

* Process travel advance refunds and refunds to
appropriation
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Important Dates and
Information

Chapter 7
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Important Dates and Information

Important Dates and Information

Track 2 End User Training
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NBS Track 2 Go-Live

WAL NBS Track 2 Go-Live

September 1, 2003

NBS Travel System and supporting
financial modules were deployed for
entering FY04 travel documents

October 1, 2003 or when FY04
funding is available

Financial transactions resulting from FY04
travel documents will be processed

Important Dates and Information
Chapter 7 - Page 3



Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html
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NBS Travel Support Resources

@321 'cll NBS Travel Support Resources

FepgaS® st 4 ki TR T

» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov
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Evaluation

W42l Evaluation

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Please take a moment to complete the

on-line training evaluation
www.surveymonkey.com/s.asp?u=44111257699

Your comments are important to us!
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Good Luck

W21 M Good Luck

L e -

Good Luck!
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